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g firorins: 300t A 18 April 1947
i NUMBER

STATINTL . -
) SUBJLCT: Todoral Works hpency Proporty Passos v deoar g
STATINTL

EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONGR RESCINDED

1v A Fodoral Vorks Agency Proporty Pass will accompony the move-
mont of all publioc property from and among the various buildings
occupiod by this Agoney. Building guords have baeen instructed o
roguire that o sipgnod F.\.A. Proporty Pass be obtained prior to tho
withdrowal of any oquiprient from e buildings The procedurcs outlined
i ‘ horein rogarding tho issuing of Federal Works Agency Property Pussos
i . will bo adhored to by all concorned.

2+ Rosponsible individuals in theo various using officos desiring

to offcet a transfor or withdroawal of property from any building will
coordinato the contomplatod movoment with their rospective Branch
Supnrly and Property Officor. Aftdr the nocossary transfer documents
have beon initiated; thc Branch Supply and Property Officor will
forward o sipnod nenorandun to the approprinte offico or individual
indicated in Peragraph 3 bolow requesting that a F,W.A, Proporty

Pass be issucd. This memorandum should be preparcd in duplicate and
onc copy should be retmined by the Branch Supply and Property Officor.

%+ Tha Chief, Property Control Soction, Sorvicos Division, P & 4,
is responsible for the coordination and control of all proporty
transfors within this Agoncy, and is thcereforc chargod with the
igsuing of all F.VW.A. Proporty Passcs. Ilowover, to expedite tho
novenent of oguipment, the individuals listed below are authorized
by the Chicf, Property Control Scetion, to issuo property passes for
&ll the buildings indicated below:

Bullding Roon

North
STATINTL South

Central

Adninistration

"M“

35 South Bldg.
P35 South Bldge
P35 South Bldpe

A AN I N

Que

Que Bldge

STATINTL Quo Bldge

e Viar
ow War

STATINTL (696) : - J

BEPECTIVE 30 JUNLE 19847 G OMEMOIANDA JTILL REMNAYN IN FORCE UNTIL JANCELLED OR

J4
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P

o ; :
§
‘ 2210 B 8t., W.,. 208, 2210 E St.)0.W.
5 208, 2210 E St.,NJW.
. STATINTL A1l Buildings 234 Bouth Bldg.
| (Cormunications 254 South Bldg.
Equipnent Only)
All Buildings 12-A North Bldg,.
| (Bolivor & Turn-Ins 12-4 North Bldg.
| of Equipmont oxcopt 12-A North Bldg.
| ‘ Communicutions) '
4. Proporty passes will not bo issued until n written rcquost‘is ro-
ceived from the Branch Supply and Proporty Officor. Tho individuals
designated above will maintain a filg of theso rogquests to be forwardod
to the Proporty Control Scotion at tho ond of cach month,
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
. STATINTL

Exooutiveo for Porsommocl
and Administration

ATTACHMENTS:  Nono

DISTRIBUTION: A
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RESTRICTED

CENTRAL INTILLIGENCE AGRNCY
Washington, D. C,

ADMINISTRLTIVE INSTRUCIIO ' 2 March 1949
NO. 'iiiii

SUBJECT: Removal of Government Property from CIA Buildings.

RESCISSION: Administrative Instruction NofJJactea 18 aprin 1948,
subject: Tederal Torlks Agency Property Passes.

1. A properly authenticated Federal Works Agoncy Property Pags
(Form Ho. BM-68) is required before public property can be removed
from CIA buildings.

2. The procedure outlined below will be followed when property
affecting the accountability of an Accountable Officer is removed from
CIA buildings:

8. Ono copy of Form No. BM=-68 will be initiated by Property
Acocountable Officers for transfers of property to CIA supply ware-
houses or buildings. Such transfers will be completed by means
of proparky executed Property-Tura-In or Transfer Slips; Form No.
36~24.

b. One copy of Form No. BM-68 will be initiated by designat-
ed representotives of the Services Officer for issues of property
from CIA warchouses.

ce One copy of Form Wo. BM~68 will be preparod by FProperty
Accountable Officers for loan of Government property to an employee
for approved official purposess A lMemorandum Receipt will also be
prepared, using Form No. 36-44 Revised, for issues of this nature.
The recipient will sign Form No. 36-44, certifying receipt of the
items Memorandum receipts will not be posted as credits to Stock
Record Accounts, but will be retained by Property Accountabls 0ffi-
cers poending return of the propscty by the recipient.

3. The following persons are authorized to sign FWA Property
Posses:

o« Property Accountable Officers and their alternates.
b. Doesignated representatives of the Services Officer.

4. The Chief, Inspection and Security will receive periodically
from the Services Officer a list of persons authorized to sign property
passes. It will be the responsibility of +the Chief, Inspection and
Security to provide for delivery of such lists to the PBA Guard Force.

FOR THE DIRBCTOR OF CENTRAL. INTEZLLIGINCE:.
RES
Captain, USN

Reldase 2001/08/02 : CIA-RDP81-00728R000100020006-6
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' ;o
CENTRAL INTELLIGENCE GROUP e Yy
Washington, D. C. Movtrr s, ’/ i

—_— 19_

MEMORANDUM
RenuMBERED C'Hv/\Dr‘(.'NSH&’UQ-( O-H1, Yat 1)

SUBJLCT: Fedoral Works Apency Proporty Pnssos

EFFECTIVE UNTIL 30 JUNE 1947 UNLLSS SOONER RESCINDED

1. A Fodoral Vorks Agoncy Proporty Pass 1ill accompary the movo-
mont of all public property from and among the various buildings
occupied by this Agonoy. Building puards have been instructed to
require thot o signed F.\.A. Proporty Pass be obtained prior to the
withdrowval of any oquipment from a buildinges The procedurcs outlincd
horoin reogarding the issuing of Fedoral Worke poncy Property Passcs
will bo adherod to by all concornods

2, Dosponsiblc individuals in tho various using officos dosiring

to offoot o transfor or withdrawal of property from any building will
coordinate the contomplated movoment with their rospeetive Branch
Suprly ond Property Officor. * After the noccssary transfer documents
have beon initiated; the Branch Supply and Property Officor will
forward o sipnod menorandun to the appropriate offico or individual
indicated in Parograph 3 bolow requesting that o F.W.A. Property

Pass be issucds. This memorandum should be preparod in duplicato and
onc cony should be reotained by tho Branch Supply and Property Officor.

3+ The Chicf, Property Control Soction, Sorvicos Division, P & A,
is responsiblo for the coordination and control of all proporty
tranefors within this Agoncy, and is thcrefore chargod with the
iesuing of all F.W.A. Proporty Passcs. Iowover, to oxpedite tho
movenment of cyuipnent, the individusls listed bolow arc authorizod
by the Chicf Propoerty Control Scetion, to issuc property passos for
all tho buildings indicated below: )

Buildtng Room

North )

South ) 235 South Bldg.

Central ) 235 South Bldge

Adnministration ) 235 South Bldge

|l:m" ) .

Quo 2169 Quoc Bldge

; 2169 Quc Bldge

(696)

‘
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“ 2 -

2210 B St., W, 208, 2210 E St.ji.W.

208, 2210 & St ,NJW.

All Buildings
(Communications
Equipment Only)

" 254 Bouth Bldge.
254 South Bldg.

All Buildings
(Dolivor & Turn-Ins
of Equipment oxcopt
Communications)

12-4 North Bldgs
12-4 North Bldg.
12-A North Bldg,

4« Property posses will not bo issued until a writton rcquest is ro-
coivod from tho Branch Supply and Proporty Officer. Tho individuals
designated above will maintain a filo of thoso requests to bo forwardod
to tho Proporty Control Scction at tho cnd of cach month,

FOR TE DIRECTOR OF CENTRAL INTELLIGENCE:,

Exocutivo for Personnol
ond Administrotion

ATTACHLENTS: - None

DISTRIBUTION: A

¥l
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CENTRAL INPELLIGENCE ASENCY
Haahdnpton, N, C.

30 Ootebor 1047

O

FROM: Chief, Sorvices Branch
SUBJECT: [Pedsral Works Agency Property Passes

EFTECTIVE 31 October 1947

STATINTL supereEnes aND RuscInos aumirstv vrion 1nsTRUsTION [

1, A Federal Works Apency Property Pass will accoupany the movement of a&ll

public property from andwg.},gm;_phgv_y'e_\__x_-_;p__ggmpg}}d,’g._pggﬂ_qgggniggw by this _gency,

(with the exception of space movenents of personnel and equipment,) Bullding
guords have been instructsd to Fequirs thut & SIgned FLW K, Property Pass be
ebtained prior to the withdrawal of any equipment from e wuilding. The pro-
cedures outlined herein ragarding the issuing of Federsl Worka Apency Property
Pusses will be adhered to by all concerned,

7. Responsible individu=is in the various using officea desiring to effect :

w transfer or withdrawal of property from eny building will coordinate the . '_L,
contemplated rovement with their respective Branch Supply und Property officer, ’ '
After the necessury transfer documents have been initisted, the Branch Supply

and Proporty Officer will forward a signed memorandurn to the appropriate offioce

or individual indicated in Paragraph 3 below requesting thaut a T.W.A, Property

Pass be issued. This memorandum should be prepared in duplicate and one copy

should be retained by the Branch Supply end Property Officer, i

! 3. The Chief, Property Contfol Division, Services Branch, A & M, 18 re~ oo
' sponsible for the coordinetion and control of all property transfers within i

’ this Agency, and is therefore charged with the issuing of all F.W.A, Property ‘
Passes. However, to expedite the movenent of equipuent, the individuals AL

listed below ure suthorized by the Chief, Property Control Divlsion, to ivsue
property passes for all the buildings indiocated belows - i

éTATlNTL Equipnent only)

STATINTL  All Buildinge (Deliver and
turn-in of Equipment except
Cormunication)

Attic, Nerth Bldg.

Building Name Room
STATINTL
North 206 Horth Bldg.
205 Worth Bldg.
South 202 South Bldg.
202 South Bldg.
Central 112 Central Bldg. i
112 Contral Bldg.
Adninistration 120 Adm. Bldge :
_ e 2169 "Q" Bldg. .
STATINTL 2169 "7" Bldg, i
moy 2040 "* Bldg.
‘ 2432 "u" Bld i
'STATINTL =
- ;;‘
W
’ _____
; All Buildings outh B |
STATINTL (Communication 202 South Bldgs > f
%
!

Approved For Release 2
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STATINTL

STATINTL

STATINTL

)

TRANSMITTAL SLIP-

: 4 November 1947

DATE

TO: ’
ACTING CHIEF, MANAGEMENT BRANCH
ROOM NO.

BUILDING
e

REMARKS:

Bl ve rorually

Instruction No.
rescindede

It is requested that CIA Administrativd

D)

2’

FROM: 1eF, SERVICES BRam |
EXTENSION

ROOM NO.
200

BUILDING North

785

(1299)

i

e
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TO - P Lo PAGE / OF ' PAGIT
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STAT”EVTL FROM ﬂ P [TURR=TH SLIP NG,
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! -
A 2 | i
‘7? YRy % / e
§ 72/0
; 5 : : {
, i
| f
| e
i ! {
: { f
{ l i
B , Fol
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" LEGEND FOR REMARKS: FWT - UNSERVICEABLE, DUE TO FAIR WEAR AND TEAR. SER - SERVICEABLE.

STATlNT | CERTIFY that the articles listed herein are turned in under the ¢ i

l’ //J/W o L
/

"REMARKS" .

7 DATE .

The quantities shown in the "ACTION" column have been recei

lSTAT;NTL : .
P Z / 5 ST
' ‘ S 7

DATE

{1e20)

i

!

H

4
FORM NO.

i .

NOV 1946 36-24
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DRAEL

CENTBRAL INTELLIGENCE AGENCY
Washington, D. C,

gghIINISTRATIVE INSTRUCTION DATE

(Rescinds Administrative Instruction No.

SUBJENT: Federal Works Agency Property Passes -
dated 18 April 1947)

1. A properly euthorized Federal Works Agency Property Pese (Form BM=68)
1s required by building guerds before public property cen be withdrawn from
CIA buildings,

2. The following persons are suthorized to sign FWA Property Passess

2. Administrative Officers

(For removal of property by individuels assigned to
respectlve offices i )
U

h [ d
b, Su nf' eaffgg_g_s ervices Brafch, A&M .
5. S TeeaL iR Y U ioer and Froverty 0fficor

The procedure outlined beiow will be followed where individusls
are authorized to remove property from CIA bulldings:

a, Upon request of the individusl, the Administrative Officer
will prepare a FWA Property Pass in three coplea, indicating the
individugl's name and CIA badge numberj end the nomenclature, quen-
tity and serial mmber of the property, as applicable., Each copy of
the pass will be signed by the individual requesting movement of
the yproperty.

b. The Admiristrative Officer will retain triplicate copy and
willl hand origzinel and duplicate to individual requesting movement
of property.

¢, The individuel will give original and duplicate of the pass tu
building guard at time property is withdrawn.

d., The guerd will check individuael's CIA badge mumber againet the
badge mumber indicated on pass before property is removed.

8. The guard will retain originel of pass for PBA records snd
will hend duplicate to the receptioniet for transmittal to the appro=-
priate Adminlstrative Officer. (In cases where the Administrative
Of'ficer ie not the Accountable Officer, this copy will be forwarded
by the Administrative Officer to the Accountable Officer.)

Individuals are remponsible for property withdrawn from CIA buildings
until the property has been returned to the appropriate Administrative or
Acecountable Officer. !

I

- Approved For Rélease 2001/08/02 : CIA-RDP81-00728R000100020006-6
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«2&

4o Supply Officew, Services Branch, ASM and
- Communications Supply snd Proparty Officers

Upon recelipt of a properly certified Property Turn-in or Transfer
Slip Form 36=24, Supply and Property Officers are authorized to prepare and
sign Federal Works Agency Property Pesses as required for the removal of
property, equipment for repsir, for transfer among CIA bulldings, or for
turn-in to CIA warehouses.

it
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ey
TRANSMITTAL SL.. ' ' " TRANSMITTAL SLIF
20_January 1948
DATE

DATE

STATINTL .
{0 ACTING CHIEF, MANACHENT BRANCI TO:
' BUILDING ROOM NO. BUIL )
7124
STATINTL | | Nog b o0 5
REMARKS :

REMARKS: _
It is requested that the draft of j N o QA@\
e ,

STATINTL the Administrative Instruction re
, /&r{/\w{'

A Propertv Passes which was prepared
: hbe issued. /N,éz::w t

b
STATINTL ! 2 v

FROM: .
CHIEF, SERVICES Bmumg‘tgw FROM :
BUILDING ROOM NO. E)%-rausnonx TETY EXTENSTON
| NORTH %00 BUILDING ROOM NO. _ s
| E2EYo4E se-8 , T U2s%)  FOMMEO 36-5 —

¢
v

" Approved 'For’fRelease- 2001/08/02 : CIA-RDP81-00728R000100020006-6




R RO R R R R,

Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020006-6

o, ‘ .
UNCLASS|FIE RESTRICTED ONFIDENTIAL  SECRET
) R WILL CIRCLE CLASSIFICkyION TOP AND BOTTOM)

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIF

STATIN i NITIALS] DATE
TL v ," ) 200 [
2
8 [
y
5
FROM INLTLALS, DATE
STATINTL
' - Jv‘—awfﬁa [d¢] I'/_”(l@
2 7
3
[ appROVAL 1 INFORMATION 1 stGHATURE
[C__IACTION "1 DIRECT REPLY 1 RETURN

i JeomvenT 1 prepArATION OF REPLY ——1 DISPATCH
[ﬁCONCURRENCE 1 RECOMMENDAT 0N CdFne

REMARKS:

SECRET

FORM NO.
SEP 1947 30-4

CONFIDENTIAL RESTRICTED (”GizzjslelE
|
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STANDARD FORM NO, 64 ER-76706

A

IO]ﬁce Memorandum + UNITED STATES GOVERNMENT

i .

STAT'NTL “TO :_ Chief, Services Branch DATE: 19 January 1948

FROM " : Chief, Property Control Division

SUBJECT: Federal Works ipgency Froperty Passes

1. Administrative Instruction, Subject: "Federal Works Apency l'roperty
Passes", has been rovised and is returned with the oripinal draft previously
submitted to this office. .

2. The mejor changes included in the redraft are indicated below;

: 8. Paragraph 5-a, provides for the retention of & memorandum by

i“ accountable officers which will assist in reconciling property records

¢ during the course of audits, and, in turn, also serves as @ hand receipt
i for property on loan to using individuals.

b. Paragreaph 3-c, the memorandum retained by Administrative
; Officers serves as a permunent record, substentiating the issuance of
property passes to reguesting individuals.

. One copy of IFederal tiorks Agency Proparty Passes prepared
§ by Administrative and Accountable Officers, as provided in the
attached instructions, will be issued to P.R.A. Buillding uards,
upon removal of property by requesting individuals. Such passes
will serve as u permanent record in the office of the Captain,

STATII?\]TL P.B.A. fiuards.

; ¢s Parapraph 5 - To insure the issuance of Federal Works Agency

Property Fasses by authorized individuals, it is supirested that sample

sipnatures of Administrative und Accountable Officers be forwarded to

‘ this otffice, five days prior to the effective date of the attached

Administrative Instruction. The Property Control Division will, in

turn, obtain photostatic copies of signatures end issue same to F.BeAW :
Building Guards, thru N rhysical security Division, !
! CTA. It ‘is advisable that signaturss be obtained, inasmuch as it will

provide further protection in safeguarding apency propertye.

3. Forwerded for your review and comments.
:

; I3
H £

i

&

- Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020006-6
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CANTRAL INTHLLTGENCE ACENCY
washington, D. C.

Date:

ADLI NISTRATIVE INSTRUCTION
NUMBER ‘

SUBJECTs Federal %Works Agency Proporty Fasses
(Rescinds Administrative Instruction No. -

(Effective 10 Days After Publication)

1. A propsrly authorized Federal Worlks Agency Property Pass (form BM~68)
is required by building guards before public‘property can be withdrawn from
CIA buildings.

2. The following persons are suthorized to sign FWA Property Passes:

a. Administretive Officers - For removal of property by individuals
assigned to their respesotive office.

b. Supply Officers, Services Dranch, AN - For removel of property
to warshouse.

¢. Oommunications Supply Offiser and Proporty Officer - For removal
of communications equipment to warehouse.

3. The procedure outlined below will be followed by individuals desiring
to remove property from CIA buildings:

&. The individual will obtain a written memorandum, prepursd in
duplicate, from his accountable officer,requesting the issuagce of a FWA
Propsrty Pass. The memorandum will indicate the requesting individuals
name, correct nomenclature, yuuntity and serial numbers, if available, of
property. The original of the memorandum will be piven to the requesting
individual. The remaining copy will be reteined by the Accountable Officer
and will serve as a hand receipt pending return of the property.

b. Upon presentation of the memorandum, the Administrative Orficer
will prepars one copy, of Form BM-68, FWA Property Fass, and issue same

to-the requesting individual. The Administrative Officer will utilize
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'

the memorandum 88 & parmanent rocord to substantiate the issuance of

property passes. [Form No. 36-24, pcrtaining to the removal of property

to the warehouss, may be used as & record in lieu of the above
memorandum by Supply and Property Officers as indicated in parsgreph

2, b & o above.

4, Individuals removing propsfty Crom the buildings -of CIA will be
responsible for same until the propufty has been returned to the appropriate
Property Officer.

5., Administrative Officers and Accountable Officers designeted in
peragraph 2 above will forward a sample sipnature to the Chief, Property

Control Division five days prior to the effective date of this memorandum.

DISTRIBUTION: TO ALL EMPLOYEES

S



Y
¥
i
H
{
i
1
{
3
i
x‘:

/
" STATINTL
£

§

STATINTL

Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020006-6
i ,
ot _ | DEAET
. 14 January 1948

CENTRAL INTELLIGENCE AGENCY
- Washington, D, C.

ADMINISTRATIVE INSTRUCTTION
NUMBER DATE,

SUBJECT: Federal Works Agency Property Passes
(Rescinds Administrative Instruction No.-

1. A properly authorized TFederal Works Agency Property Pass (Form BM=-68)

1s required by building guards before public property can be withdrawn from

CIA buildings.
The following persons are authorized to sign FWA Property Passes:

2.
a2, Administrative Officers - For property withdrawn by individualsfmm _
within their offices,:
b, Supply Officers, Services Branch, A&M -~ TFor transfer or turn-in
of property to warshocuse,
c. Communicetions Supply O0fficer and Property Officer - For transe
fer or turn=-in of communications equip-
ment to Warehouse,
3. The procedure outlined below will be followed by individuals desiring

to withdraw property from CIA buildings:

a. The individual will request the issuance of a FWA Property Pass

from his Administrative Officer.,

b. The Administrative Officer will prepare the pass in two copies:
(1) Original - To individual requesting movement of property. This
will be given to the PBA guard responsible,

(2) Duplicate - Retained by Administrative Officer, or, in
cases where he is not the Accountable Officer, this copy
will be given the Accountable Officer.

4. When the individual returns the property, he will notify the Adminis-

trative Officer who issued the withdrawal pass.

i

. Approved For Reledse 2001/08/02 : CIA-RDP81-00728R000100020006-6
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UNCLASCIFIED RESTRICTf - coilFlDENTIAL . SECRET
(SENDER WILL CIRCLE CLi%.Z7FICATION TOP AND BOTTOM)

v - CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

T0 INITIALS] DATE
7777
| | General Counsel ,Z//// '?—kob
2 | Management Office |
, 3
5 4
i
!
i 5
f FROM INITIALS] DATE
! | | Management Officer /8 /L9
|
2
3

LT approva 1 1NFoRMATI O LI siaNATuRE
[TIacTioN "1 pIRECT REPLY X T RETURN

X JeommenT "l preparation oF repLy 1 oispaTcn
[fbcoucunmancs [T recommenpation  [_1FiLE

REMARKS: Concur -~ This seems to cover

STATINTL the situation adea
/ SECRET CONFIDENTIAL RESTRICTED UNCLASSIFIED
FORM NO, 30.4 B .

SEP 1947

4
i

" " Approved For Release.2001/08/02 : CIA-RDP81-00728R000100020006-6
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Apgrov UKETASSIFIED  ReaTRicr CONFIDENTIAL  SEGRET
i SENDER WiLL CIRCLE CLacuIFICATION TOP AND BOTTOM)
- CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING sLip )6 e
R | INITIALS] DATE
STATINTL S Inspection & Secuiity K \o/20f
2 | Acting Management Officer
3 l
e
L
¢ |From] INITIALS] DATE
| I Acting Management, Officer 1/28 /L
N
L]
i -
N — T L7 inromuarion T
ron 0 brrect RepLy RETURN
JoOMNENT E——Tereraparion oF Repry T pysparcy
ONCURRENCE [T RecommenoaTion [ FILE
- | REMARKs; ‘/] ﬁé
471/ I o
STATINTL uw/f
01,01'\"
| LSECRET _ conripenTiaL RESTRICTED _ uNcLASSIF)gp
SEME] B , g .0
’ L8202 2 >
STATINTL &8 z| & 2
b o N X - 13
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D e
N
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/ | 2
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© STATINTL
- STATINTL

i STATINTL  ADMINISTRATIVE INSTRUCTION
i NO. ,
;f - Hovermmmpat ov Pergweer !

SUBJECT: Removal o ',,Property from CIA Buildings.

STATINTL 1947, subject: Federal Works Agency Property

i
Rescission: Administrative Instruction No. I dated 18 April
|
“ Passesy

|

l., Movement of CIA property within CIA.

| , a, Only the Sérvices Office will move property from one
! offdpmmer activity to another, regardless of whether it is
intra~building or inter-building. Only the Services Office
will remove property from any building to the warehouse s vice-
versa, or betweenwarehouses,

be Requests for movement of property within CIA will be
made to Services Office on Form 36-7, "Request for Supplies,
Equipment or Services®™, signed by the appropriate Administra-

tive Officer or Property Accountable Officer.

' | 2. loan of CIA property to an individual employee. Loan of
l Government property to an employee will be made only when required
for the exercise of Govermment business. The Deputy Assistant Direc-
tors and heads of activities are requested to limit the removal of
property to those cases where the need will justify the effort expend-
ed.
a., Long-Term Loan.
(1) Ioans for a duration of greater than 30 days will
be made by the Services Office and not by the individual
office.

(2) Requests for long-term loans will be made on Fomm

i

g
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36-7, "Request for‘Supplies, Equipnent or Services",signed
by the appropriate Administrative Officer or Property Ac-
countable Officer and counter-signed by the Z propriate
Deputy Assistant Director or Staff Chief, The request should
state clearly that the property is for loan, the lom period,
the name of the individual requesting the loan, and the ade
dress at which the property will be held, The Services Of-
fice will execute the necessary Federal Works Agency Property
Pass (Form BM-68) and arrange for its utilization in removal
of the property from CIA.

be Short-Term Loan.

(1) ZLoans for a duration of less than 30 days will be
made: by the Administrative Officer or Property Accountable

Officer, as the case may be, of the office or major activity

concerned, by direction of the Deputy Assistant Director
or head of subordinate activity as delegated by him, which
delegation will not be below the branch level,

(2) ﬁequests for short~term loan will be made to the
appropriate Administrative Officer or Property Accountable
Officer, as the case may be. He will obtain approval of
the appropriate Deputy Assistant Director or head of Sub~-
ordinate activity, will mae note on his prop rty record the
loan period, the name of the individual requesting the loan
and the address at which the prom rty will be held, and will
execute and direct utilization of the necessary Federal Works
Agency Property Pass (Form BM=-68) for removal of the

property
from CIA,

k4
A

¢
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3« Removal of personal property from GIA buildings.

8. No packages, bundles or papers may be removed from
CIA buildings, without presentation of a properly authorized
property pass to the building ‘guard,

be Requests for removal of personal property should be
made to the mppropriate Administrative Officer, Property Ac-
! countable Officer or his designated alternate. This officer
will execute a Federal Works Property Pass (Form BM-68) indi-

cating that property is personal.

Le Property Removal Procedure.

ae The Federal Worké Property Pass will be prepared in
duplicate and should show serial number of property being
; removed (when @ propriate). The duplicate will be held by
the initiating officer while the original will accompany the
property being removed,
; ‘ be (1) The Chief of Inspection and Security will re~
, ceive periodically from each Deputy Assistant Diréctor or
; his designated alternate the of pewsons responsible
to sign property passes. A differentiation will be shown
as to those designated to sign property passes for removal
i of Government property and those who sign passes for re-
moval of personal property.

(2) All names will be collected on a single sheet of
paper, the paper will be photostated and copies will be
furnished to each building guard for permanent reference, ‘

(3) 1In the event of change of personnel, the appro-

priate Deputy Assistant Director will notify the Chief,

\ i i ' T e A B SR, !
\

\
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’

Inspection and Security, who will prepare and distribute
revised lists or amendments to existing lists, as appro-
priate.

(L) At time property is passing from the building, the
property pass will be presented to the guard, who will com=
pare éigna'ture on the pags witgl;:ignature liste The pass
is retained by the guard for FWA files. If the guard
questions the signature, he will telephone the person whose

name appears on the approved list for verification.
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TO: Executive
FROM: Management Officer
; 1., The Management Office concurs in principle o the use of
; property passes to protect Government property used by CIA.
2. Several methods have been offered and discussed, none of
which were congurred in by the Management Office because they were
cumbersome and unnecessarily burdensome. More simplified methods
were rejected by the Services Office.
3. It is proposed that a property pass sytem be developed
generally as follows:
a. Only the Services Office will move property from one
office or activity to another, regardless of whether it is
intra-building or inter-building, Only the Services Office
will remove property from any building to the warehouse or
; vice versa.
: b~ Prepuly wi mT A wsed by cuy cdapCaget el for ‘/z
‘ b. Any loan of Government property to an employee fore 2 %/QW
the~good-of-the-Govermment-for a duration of greater than 30 oo

days will be made by the Services Office and not by the indi-

vidual office. Loans of Government property for short‘Periods
of time to employees may be made by the office concerned with | |
the approval of the Assistant Director or the head of the i
i subordinate activity as delegated by him, which delegation will ‘
i not be below the branch level. ‘ 1‘ ‘
c. Although the authority for the loan of Govermment property

to employees &4 stated in the paragraph above, the actual signing |

- Approvéd For, g»ie?§9"200‘1/_o,8102i: CIA-RDP81-00728R000100020006-6
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of property passes will be made only by the Administrative Offi-
cer or Property Accountable Officer, as the case may be, of the
office or major activity concermd.

d. Each Assistant Director of/head of activity will furnish
the name of one person authorized to sign the property passes
to the Chief of Inspection and Security.

es The Chief of Inspection and Security will secure the
signature of all persons responsible to sign property passes,
collecting them on a single sheet of paper, which will be photo-
stated and furnished to each building guard for permanent refer-
ence, Thus,any individual removing property from any building
will be required to produce a property pass signed by an individual
whose signature is in the possession of the guard. The guard will
refer to the signature list in each case, and if he questions the
signature, will telephone the person whose name appears on the
approved list for that office for verification.

f. In the event of change of personnel, the Chief of Inspec-
tion and Security will prepare a new signature list for the
guards' desks.ov WWM O W'

ge The Assistant Directors and heads of activities are
requested to restrict the removal of property to those cases
where the need will Justify the effort expended.

he In addition to the above, all employees will be notified
that in the event that they are removing any large bundles or .
packages from their bulldings, they may be required to secure
a property pass in order to pass the guard, who is charged with

the responsibility of protecting the property in the buildings.
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TRANSMITTAL SLIP

STATINTL
3 Pebruary 1048
DATE
T0: N v O
CHIEF, PROPERTY CONTROL DIVISION
BUILDING ROOM NO.
STATINTL ; NORTH, . 05
REMARKS:
o The attached draft prepared by
STATINTL is forwarded for
) your comment and return not later
than Thursday, & February 1948,
STATINTL
!
STATINTL |

N
FROM: rpr, semvicns BMNCHMJ& :

BUILDING * yopTH ROOM Nzobo EXTENSI';)SNS
| FORM NO. 3g-g-
{, sEpioas 3678 li298)
-
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GTANDARD FPRM NO, 04

_ Oﬂice Memorandum « UNITED STATES GOVERNMENT
STATINTLE‘_« 10 : _ Chief, Services Branch DATE: 5 Rebruary 1948

s
: PROM : Chief, Property Gontrol Division

SUBJECT: Property Passes

STATINTL & In response to your requost, it is desired to briefly pras2nt

: some comments and su-postions relative to the attuached draft of
Administrotive Instructions [[JJjjjjsvbicct: 'tedersl sorks Apency
Froperty Passes".

Paracraph 8 & =~ It is suggested that further cousidsration
be giver to the advisability of reyuesting individuuls obtuining
suthorization from their accountsble property oft'icer for removals
of property assigned to their respective offices. 7This initial
step will ussist accountable property officers in reconciling
; “property records durine the course of audits and /or transfers of

{ property accountability.
STATINTL.

In addition, to the above it is sugrested that sample simnatures
of Administrative and Accountsble Officers be issued to PBA Building
Cuards, thru _ Physical Sescurity Uivision, CTA. This
will insure the issuance of VFederul Works Apency Froperty Fasses by
authorized jrdividuals and will provide further protection in safepuarding
STATINTL Apancy property.

: Administrative Instructions No--has beon ravised and is returned

with the original draft previcusly submitted Lo this of fice.

STATINTL |

J:

¢

{3
K
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23 January 19L8

smvoravowt o [ -

SUEJECT: Federai Works Agency Property Passes

I recommend that these Instructions include the following:

, a. Procedure to provide guards with specimen
N signatures of persons authorized to sign
FWA Property Passes Ri~-68.

h" W 2 b. Procedure to provide followup by Adminis~

A - trative or Accountable Officer on property

g
R

WYY e,
i removed from CIA buildings.

¢. Procedure to cover removal of property by
repairmen, etc., vwhen property does not
necessarily go to warehouse.

d. Paragraph L should specify the responsibility
or relief from responsibility of individuals
in 2 a, b, & and the removing individual.

e. Procedure for receipts for property returned.
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* RDKINISTRATIVE INSTRUCTION
NO.

C—Eucrmmé,n'{'
SURJECT: Removal of fProperty Krom CIA Duildings

Nescinds: Administrative Instruction Mo - dated
18 April 1948, Subjecth: Faderel Vorks Agency
Property basses.

Pabruary 1949

1. A properly authorized fedoral Works Apency Property Pass (Form
No. DM-68) is reyuired before public property can be withdrawr. from CIA ’
buildings. .

2. The procedurs outlined below will be followed with respect to

withdrewals of property from CIA buildings which. effect the accountability {
of i Acoountable Officer: y

6. Ons copy of Form To. DM-E8 will be initiated by Property
Accounteble Officers for transfers of property to CIA supply warehousses
or buildings. Such transfers will be consummated by means of & properly
axecuted ¥Froperty Turn-In or Transfer S1lip, Form Yo. 36-24.

b. . One copy of Form Ho. Pi-68, will be initiated by desiprated
represertatives under the supervision of the Sarvices Cfficer for
issuos of property from CIA warshouses .

c. One copy of I'orm Ho. EN-68 will be prepared, by the Property
Accountable Ofticers for loan of Government property to an smployes
for the sxercise of Govermment business. & Kemorandum Receipt will be
prepersd, using Form Wo. 36-24, Revised, for issuss of this neture. The
racipient will sign Form No. $6-44 iy the spaco provided, certifying
receipt of the item received. Wemorandum rsceipts will not be posted
as o credit to the Stock Resord Account but will be retainsd by the

Propsrty Accountable Cfficer pending return.-of. the property from the
rascipient.

3. Tre tollowing psrsons will Dbs authorized to sign FHA Property Passes,
after approval has bsen granted by the Services Officer:

a. Property hccountable Orficsrs and their alternmates.

b. Designated repressutativas vnder the supervision of the
Services Officer.
4. The Ohief, Inspsction and Security will rsceivo prriodically from
the Services Officser or his designated alternete memorandyggs/ containing
signatures of persons authorized to sign property passes. It will be the
rasponsibility of I&3 to direct such memorandgdss to the PBA Guard Force .

STA PN
TINTL //‘fQC‘/f-) '

T
b
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J UNCLAS}Z FE:H;EDR WILLRCEI%EPE ngAI.Salg(CAfI% FTl()gEANg|B‘LT M) SEGRET -

I KRV CENTRAL INTELLIGENCE AGENCY

OFFICIAL ROUTING SLIP

10 INITIALS] DATE

| | Jodiepy Services Officer w 28 Qulyls

2 | Acting Management Officer

. |rRow INITIAL§)( DATE

| | Acting Management Officer 1/28 /49

| 2

L wprova [T nrormaTiON L1 s1cmaTuRe

4| =agrion "1 biRECT REPLY =T ReTuRN

| OMMENT LI preparaTion oF repLy 1 pispATCH
concurrence [ RECOMMENDATION [ TFiLe

REMARKS: ‘E“"“"’& W WO etll|
| St o o e LT
| —

STATINTL

’ i SECRET CONFIDENTIAL RESTRICTED UNCLASSIFIED ;
FORM NO. .. :
SEP. 1947
.\‘
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\
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| ‘ CENTRAL INTRLLIGENCT amnoy
; Yashingtoh, D,C.
{" .

VE INSTRUCTION Date:

SUBJECT: Ter

1. Ap
is required
CIA building

2. The

s

be
.

Ml” Ve 4N
?,‘B'Q‘—r‘v’?'gn!:rvm@ outiined helew will be followed —k-3-/fnu

O renove] pr

€o

deral Yorks Ageney Property Passes
(Reseinds Adminlstrative Instruetion No.-

roperly authorined Federal “orks Agency Property Pass (Form ni-64)
bv building guards bafore public property ean be withdrawn from

S

following persons sre authoriged to sipn FUA Property Passes:

Administrative Officsrs ~fTFor removal of property by individuals
assigned to their respective offices,

Sunply Officers, Services Prangh 1y ARM -

Commmications Supply Officer and Pro

are dt/ﬂuwzm
Tvidvals dessring

cperty from CTA bulld inge:

Upon request of the indivi

prepare o FUA Property Fass in threc copien, i

individual's vame and CTA badge ramber; end the nomenclature,
guantity and sarizl mwber cf the prope: x,y, ag applicable, Each
copy of the pass will be signed by bthe individual requesting
meverent of the properbty.

vidual, the Admindstr:

1
Fa
A

The Adminlstrative Officer will retain triplicate copy and will

hand crigiral and duplicate to individual requesting woverent

of properity.

The ?ndivjdu 1 wiil give original and duplicate of the pass to
building guard at time propevhy ie withdrawn,

The guard will check individualts Cum badge nwsber against the
badge number indiceted on pass hefore property is.swdeassd, & o

The gnard will retain original of pass for PTi records snd will
hand duplicate 1o the I‘OC@-}'LJ.OILLVL foa bravsmittal to the approp~
rigte ddministrative Officer. {Tn cases where the Adwinistralive
Officer is not the Accountable Officer, ‘this @y will be fore—
Lfardemygo the Acconntable Off'iner)

Y the //r./u‘.:'v"u’V 72 o ffices
Individusis sre I‘QSUO"l‘:jl.ﬂ. Tor property withdrawn from CIA
buildings wntile the property has been returned to th: appropriate
Administrative or Accountable OFficer,
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INTRODUCING
STATINTL .
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"ADMINISTRATIVE INSTRUGION. NO. -

"PROCEDURE FOR_THE REMOVAL OF PROPERTY FROM GIA BUILDINGS!

Based on the original story by: _

Technical Assistance by:

STATINTL:

STATINTL -
. Direc‘bed by:
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CENTRAL INTELLIGENCE AGENCY
Waghington, D,C,

ST Af”\m_ ADMINISTRATIVE INSTRUCTION

NO. -

| SUBJECT: Procedure For The Removal of Property and Equipment From
STATINTL C.I.A. Buildings (Rescinds Admimistrative Instruction No.-
‘, . dated 18 April 1947) :

1. A properly authorized Federal Works Agency Property Pass
(BM-68) is required by bullding guards before public property can be
withdrawn from C.I.A. buildings,

R+ Preparation and Issuance of F.W.A. Property Passes

a&. For removal of profmrty by individuals:

(1) Individusls desiring to remove rroperty from C.I.A.
buildings must request the issuance of & F.W.A.
Property Pass from their Administrative Officers.

(2) Administrative Officers will prepare F.W.A, Property
Passes in three copies, indicating the individual's
name and C.I.A. badge number; and the nomenclature,
quantity and serial number of the property, as applicable,
Each copy of the pass will be signed b y the individual
requesting movement of the property,

(3) Administrative Officers will retain the triplicate
copy of the Pass and give the original and duplicate
copies to the individual requesting removal of property.

ecluding Space .
b, For removal of property and quﬂfiﬁnt for repairAf . 'h ‘,,5 MoVement
among C.I.A. buildings, emd‘op\,‘ urn to farehonisey A whot =T

(1) Upon receipt of a properly certified VPropcrty Turn=In
or Transfer Slip" Form 36=24, Supply Officers , A& and
Communications Supply and Property Officers, 050, are
authorized to prepare and issue F.W.A, Property Passes,

(2) The Property Pass will be prepared in three copies
indicating all identifying information contained on -
the Form 36-2/; and the name and C.I.A.rDbadge number

ILLEGIB of the person responsible for the removal of ths Droperty .

(3) The triplicate copy of the Pass will be retained by
the issuing Officer and the original and duplicate

{ given to the individual responsible for the removal of

the property.

et 7 R 8 e e e i

3
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i 3. Removal of Property From C.I.A. Buildings

: . ao The procedure outiined below will govern the removal of
i - of property from C.I.A. bulldings:

i ‘ (1) The individusl will give the original and duplicate

; copies of the F.W.A. Property Pass to the building

; guard at the time property is withdrawn,

(2) The guard will check individual's C.I.A. badge number
against the badge number indicated on Pass before
property is remomed.

(3) The guard will retain originel of Pass for P.B.A.
records and will hand duplicaie to the receptionist
for transmittal to the appropriate Administrative
Officer or Property and Supply Officers,

(In cases where the Administrative Officer is not the
Accountable Officer, this copy will be forwarded by
the Administrative Officer to the Accountable Officer)

et e

4s Individuals are responsible for property withdrawn from C,I.A.
buildings until eht property has been returned to the appropriate
Administrative or Accountable Officer,

STATINTL -
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STATINTL CENTRAL INTEILIGKNGCE AcENCY
: N ¥ashinghbon, D. C.

STATINTL

ADINTSTRATLIVE Irg TRUCTION

SURJECT: Federal Works Agency Property rasses
(Rescinds ddministrative Instruction
dated 18 April 1947)
l. & properly authorized Federal Wiorks Aganc:r Property Pass (rrorm By-68)
is raquired by building miards bafore public property can be withdrawn from
CIA buildings.

2. The following parsons are authorized +o sipn WA Property Passes .

8. Administrative Officers

(For removal of property by individuels assirned to
their raspactive off'ices.)

be Supply Officers, Servicaes Branch, Ael
Ce  Communications supnly Officer and Property “ficer

S+ Administrative Of'Picars

Tho vrosedurs outlined below will be followed whers individuals
are suthorized to remove property from 0TA buildings:

A+ The individval will obtain a written meriorandvm, rrepared in
duplicate, from his accountable officer, requesting tho issuance of a
JRTYN ‘r’roperty Pass. Tha memoranium will indicate the requesting individuals
name, CIA budge number; correct nomenc laturs, quantity and serial number
of property, if available. The original of tha mamorandum will he given
te the royesting individual, The remainine copy will he retained by the
Accountable kroperty Orficer pending roceipt of Form No. Bh=68, mwa
Property rass ag indicated in paragraph & f below. poth copies will be
retained as s handg receint pending return of tne property,

b. Upon presontation of the memorandum, the Administrative Officer
will preparae A Froperty Pass, ip triplicate, indicating the information
contained in ths memorandum. lach COpy ol the pass will g signed by the
individual requesting movement of the property.

C. The Administrative Officer will retain triplicate vopy and will
hand oriripal ang duplicete to individual requesting movement of property.

de The individual will eive original and duplicate of the pass to
buildine guard at time property is withdrawn.

¢+ The ruard will checl individuals ¢I4 badre numher apaipst the badgs
number indicated or PRSS; Administrative Officars Signature indicated on
pass against sanple simrnature on file copi=s maintaived at khe ruards desk

befora Property is removed .
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‘ £e Tho puard will retein oririnal of pass for FBA records and
i will hend duplicate to the receptionist for transmittal to the appro-
¥ priate Administrative OPficer. (In cases whers ths Administrative
Officer is not the fAccountuble Officer, this copy will be forwarded
by the Administrative OfPicar to the Azcountable Officer.)
Individuals are rosponsible for proeperty withdrawn from CIA huildings
until the property hss bheen returnad to the arpropriste Administrative or
Accountable Officer.
§] - 4. Bupply O7ficers, dervices Branch, Ak and
B Communications Supply and Property Gf'ficers

Upon reseipt of & properly curtified "I7 operty lurn-in or Transfer
slip," Form 35G-24, dupply and Property Officers rre authorized to prepare ond
3 sipn ifederal iorks Agency FProperty Fasses as required for the removal of
proparty and eguipment for repair, flor transfer snmcny CIA buildings, or for
turn-in to CIA warehouses.
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